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1. There is attached a proposed statement of prineipal personnel
policies which 1s intended to provide a irief statement of basic principles
directed primarily to higher level officials but addressed to,and for the
consumption of, all levels of personnel.

2. It is understood that the Personnel Director has givon a high
priority to this project and it has heen instructed Ly the Staff Chief that
comuents of appropriate staff memvers be obtained and considered before the
final proposal is suimitted to him. It will therefore be appreciated if you
will return the attachnent with your written comments Ly noon, 21 May 1952,
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PERSONNEL POLICIES
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FOREWORD

The Central Intelligence Agency has the mission of coordinating the intelli-
gence activities of all government departments and agencies in order to provide
for the security of the nation. To perform this task properly the personnel
of the Agency must have a high degree of skill, ingenuity, patience, loyalty,
ané perseverance. The Agency itself must be so organized and operated that
we find the environment conducive to our test efforts.

All of us associated together in this task have the opportunity to contribute
directly to the welfare of the United States. Each jJob represents an essential
part of the work required to carry forward our mission. Only as each indlviduale-
whatever his duties and responsibilities--strives to excel in his assignment,
can this Agency discharge the vitally important program entrusted to it.

Whatever the job, each of us of GIA can derive special satisfaction and inspira-
tion from the knowledge that through this employment we have assumed a unique
responsibility.of gfeat importance to the national well being.

The functions performed by the Central Intelligence Agency involve the
need to limit employment to persons whose tackground feflect adherence to high
standards of character, associations and loyalty. Conduct and self-discipline,
both on and off the job must measure up to stringent requirements. The
exchange of information, and the handling of materials and documents must be
precise and within estarlished procedures. Hany phases of the daily job and
relationships that are "ordinary" in most organizations tecome "extraordinary
in the Central Intelligence Agency.

The personnel policies adopted by the Gentral Intelligence Agency constitute
the broad, general framework for carrying on the management of the Agency's
program. Full acceptance and application of these principles will provide

the environment within which all staff menbews may be expected to produce to
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the highest levels of their shility, te maintain a spirit ef cooperativensss in
mm,mwmmummwwm. Consideretion will
have to be given, of courss, to the reqiirements of national security, at
"gecrecy” must not be allowed to become a sereen for bad managenent prastice.
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OBJECTIVES OF PERSQUNEL MANAGEMENT

The Central Intelligence Agency recognites ss & fundamental requirement
of effestive operation, the importance of the need for sstablishing and
mainteining mutually setisfsetory and affective working relatienships
saong all ataff members, The Agency realises that its responsiibilities will
MWMMIWHMumMMmdm importance of their
werk and identify themeelves with it. It is the respousibility of each
operating official to conduct his organiszation in such a way that every
member of his staff will fesl the challenge of gontribtuting to his full
capacity in the task to e dons.

It is the primsry objective of the Agency's progran of personnel
sdministration to recruit, develop, and retain & staff of qualified,
effisient, and well-adjusted personnel and 4o encourage the maximum
development and use of their okills and abilities. This may be ascomplished
prineipally through proper deleetion, plagement, upgrading, supervision,
training, eguitable remunerstion, and maintenance ef proper working conditions.

The Agency recognises that the individeal'e intereste and rights with
yeforence %o his position are based on his 8114ty and performance. He is
mtitled to faly treatment !y his supervisor, equitable compensation for
his services, and consideration for advancement within the Agency, without
prejudice or discrimination.

The Agency intends to create and maintain an envirenment for work
which encourages employees to grow and fosters a high degres of sffort and
productivity. It is essential that all officials in aduinistrative or
supervisory positions elesarly understand azkd apoly the fundanentals of
enlightenad personnel administrstion in the interest of high morale.
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Supervisors have primary respensiiility for suscess in the creatie: and

maintensnes of high morale and produetivity throughout the dgemoy. The

and officials in achieving thess goals.
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RESPONSISILITY YOR PERSONNEL MANAGENENT

“ecause the mission of the Agengy must ¢ accomplished through the
combined efforts of all staff members, it is the otligation of eagh super-
visor %o give constructive leadership in the economigal utilisation of the
personnel resources under his direction. The supervisor is the Agency's
mo st sffective persornel manager, aince it is in the day-to-day working
ares that the elements of sound persannel m:aamt mist be applied if they
are to gontri-ute to Agency goals. IHence, an important respensitility
of svory official and supervisor is to see to it that thess parsonnel
policies are made fully effective.

Trained parsonnel staff units are mainteined to give assistance and
guidange to eupervisors in fulfilling their personnel managem:nt responsi-
bilities. Thess specialised parsonnel) staffs also parfom for the Agency A4
those tasks which are essential to maintain & sound personnel progras iut
whieh oan be more efficiently performed as & aeparate cperation secause
of their technical or time-gonsuming eharscter. The m:Mn of & spegialized
personnel organisation does not diminish the responsibility ofepersting
officials and supervisors to promote sad maintain healthy work relationships,
nor can it e permitted to ereate any Larrier -etween the individusl and
those persons in the management line who are primarily responsiile for
his efficimney and his morale. In sukaary, 'he Ageney's personnsl progran
is founded on the principle that parsonnel mpnugement 15 & funstion of
supervision and that authority fully sdequate to perform this funotion must
be located at the lowest cperating echelon consistent with efficient
aduinistration end effeative contrel.
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Each persen who direets the work of others must ussure that those
wnder his supervision know their jobe, to whom each is respensible, the
suthority that goes with their jous, the ri;ﬁ.atimlhipa‘s of their jets to
other jobs in the organization, and the charnels of commnication open to
them.

Experience shows that there aye W essential practiges which must
be obwarved if the objectives of this persannel pelisy are to be realized;
accordingly, these operating standards are incorporsted within this pelicy:

1. Responsibility for a function must be matched oy the
suthority necessarsy to perform that fwictionj weak, ineffagtive
performance results when delegations af responglitility fail to cayry
with them commensurate suthority or m agcompaniod by cheoks which
unduly restrict Treedom of action.

2. Any change in duties and Wsibilitiua af a position or
& growp of pesitions mist be preceded Yy definite understanding on the
part of thoss affected.

3. 4n individual must net be required to repart directly to
more than one suparvisor: Otherwise, in an effort to foliow the
instruotions of one supervisor be uay Srialatc those given ty another;
tecauss of uncertainty atout what is u:p«M in the fact of eonflicting
instructions, less work s scoosplished; and somotimes, in order to
take action, he may have to dispegsrd both supervisorse-with the
result that eontrol is lost. ¥While tachrical end sdministrative
guidanos may sten from separate sources, cns point must be designated
a8 the final autherity for diresting the work of the individual.
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L. Instruetions and directions rdlating to work assignments
will be commnicated to the individual only through, or with the
agreement of . his lmmedicie supsrviesor.

€, Chanpes in an individug’'s work aesignment or employment status
will be gonmunicated to him, altecr proper approvals, only by his
{mmediate supervisor or Uy & higher level official with the prior
knowledge of the supervisor.
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“SELBCTION WITHOUT DISCRIVINATION

The most competent porsons who meet the requirements of the job
shall be recruited and selagted for pecitions at all levels and prometions
shall be made on the nasis of merit and @ualifications. There will te no
disoriaination or prejudice against an appli¢ant or a staff member becsuse
of rage, color, sex, religion, physieal handicap, or nsticnal origin.
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ENPLOYMENT TAMDARDS

The vital importance to the national spourity which attaches to the
work of the Agency requires high standards of ewployment which will attrect
and maintain an organiszatiom staffed with competent personnel. Therefore,
the staffing progran will eomprise the tﬁlang elaments:

l. Adequate scurces from which qualified persomnel may be recrulted
will be develepod and maintained,

2. EBaoh job will be filled on a merit basis by selegting the
avallatle individual best quelificd in terms of carefully determined
reqirenents of the particular pesition with due consideration of the
reguiresents of the Veterans' Preference Act of 194, as amended.

3s Opportunity for tranafer, reassignment, and promotion will
be provided in order to make full use of demonstrated skills and abilities.
Tharefare, qualified personnel on duty will ‘e given first consideration
in filling vacancioes.
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PWKGI?A?IW OF ALL ﬁ;'rmr MEMPERS IN
PERSONNEL Mmmm»m:m

The widest practicsble opportunity will m afforded to all
staff members for ecnsultation and explanaticn 14 the ﬁarﬁildtim
and developnment of policles affecting their mloymnt status,
werking conditions, md productivity. ~his opportunity will
be sffegted throurh positive sngouragescnt of a free exchange
between supervisory and eupervised personcel of points of view
and ideas in their daily wark tegether and in regular departmental
staff meetings, supervisory conferences, conferences of managemsent
and employse representatives, apd other effective mosns.

§taff members are urged to avail thenselves of these cppar-
tunities for participation., Individuale have the right te jJoin
or refrain from joining employess! orgimi:mtima of thelir om
choosing without gvereion or feer of @ sorimination. This right,
of course, wust s @mrgised in a mswer uhieh i consistent with

the specisl responsitdlities of the Agency.
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PERBORNEL EVALUATION PROGRAK

Every wrber of ths fponcy must e sacouragd and assisbed
in developing to the lewel of his g eatest otential contributien.
Dally oiservetion and eveluaiion of Mri*o@mw aad capasi..tles
#lll be summarized and recordsd in formal, periodic perscansl
ovaluatione. These reports will provide uwsie infersation to all
officlals concersed in determining werited regognition, need for
further training, and potestial for Jdevelopnent, or tne need fop
uaking & change in jo. status.

Suparvisors mast fully infora i.dividuals of theip duties
and of the requiressnts of thoir positdens, :ach supervisor wiil
use ourrent Wwlomation eu the uxpeyienpe, qualifications and
performance of each individual under his direction &8 a basis of
planniny for the tralning wnd further dwaiu;mm of sush persousel
or other appropriate personuel agtion as aay e required in
individual instances. Lash supervisor will disouss his evaluation
and the Lasle for it with the individual affected in order to develep
mtuzl understanding.
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AREER DEVELOPMINT PROCRAM

A career servige within the Central Intelligemnce Ageney must
be built to weet the present and future intelligenve requirenenis
of the United States., QCensistent with definite pluns which arise
or aye snticipated, ihe Carcer Service f&‘ogxm sweks to ensure for
svery person in the Central Intelligence Agency a carefully planned
developrent progras,.

This will inelude participetion &in programs for orientation
and Linduction of new peysonnel, training on the Job, upgrading
and understudy programs, rotation,md trelning In supervision and
nanagenent practices. [inee of sdvanesment within the igency mst
be identified, and & systematic plan of career training e developed
whigh 1 based upon aesteblished stmdan#m of training and experience
roquired for advancement from one job to another.
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BPLOYMENT TEVEFIT ;i-mm:

ALl persbunel will be granted mi:ﬁitmtially the seme or groester
penelits with respect 1o leave, idux‘y u.w*d disarility compensation,
speoial allowences, Wwlicays, ant. mtuz.eat as are granted to
okbher Federsl employess, Infarmutien ¢7 these plans must e
gws oo an individusl busis as zspaeiria details vary according

to spployment steius.
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SALARY AND WAGE ADMINIFTRATION

Salaries and weges shall be adminiztered so as to compen-
sate personnel equita:ly with due regard to ths relative value
of the positions, and with provision for pay inereases after reascna:le
periods of satisfagtory service,

Determingtion of the relative value or grade of positions
will be based upen nystematic anelysis of the differences in
the requirezents of the positions in comparisen with appreved
snd established Azeney staindards.

Salaries for graded positions will be estatlished in con-
formange with the pay scales of the Federal Classificetion Act.
Wage rates for ungraded positions will ‘e emtablished after considera-
tion of rates pald Tor eimilar work by other government and

In so far as poseible,

private employers in the same lecality./ The Agency will adhere
t0 the principles and requiremsnts of the Classification dct
of 1949, as amended.

The method by which ths rate of pay for his job is deter-
mined ruet he explained on an imdividual basis as the schedulss vary

for different types of positions
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SEPTLEMENT OF GR:EVAICKS

Supervisery and supervised parsaurel hwaa an obligation
to make ever; affori % resclive :zq:loyxwut; relatient provlens
a8 they arizo efove thay Locosa fop alizef grievasess. Iailing proapt
and satisfastory adjustaest of any griwanéﬁ , uy sach informal
agtion, sppeal may te nade &y persed el at oy work level %o
the appropriate higher authority. I;;divmj“ﬁala presenting grievances
vill o free from say interference, restraint, or reprisal,
Assistance and advice as to the procodural requirements will te
given Ly the Persosnel Offige upon mmm
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INVOLUNTARY STPARATIONS

Tt is the policy of the Central Inte:ligence Agensy to retain
competent personrel on the basis of merlt without diserimination
yegarding favoritis:, martial status, séx, race, eolor, religion,
or external pressure. When 1t 1s neceseary to reduce employment,
the selection of employees for retentior will - on the basis of
relative qualifications for the work remaining to @ done and with
proper consideration of vetersn status, length of Federal service,
and performance record.

Peresonnel who have complated the pro_ationary peried will not
be sepaynted involuntarily (except for ruduction in force, security
reasons, for esuse - misconduct, delingueney, etc.) unless there is
& prior notice informing the person concerned in what respect his
services were unsatisfactory and :nless he haz been given reaszonadle
oppertunity to improve (r to correct oijectionable traits.

Such personnel will be demoted or discharped for csusee
¢nly after he has leen given (1) a statement of the reasons for
the proposed sction, (2' an opportunity to reply, and (3) an
opportunity to sppeal the declsion, He nay, however, te put in
saspengion status without pay pending final determination,

Under t he provisions of the National Security Act of 1947, the
Director of Central Inbelligenee has the authority to termi-ate
the services of any wemverof the Agenoy when he feels that such
agtion iz advisatle in the interest of the United States, This
agtion gcannot '@ appealed,
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HONOR AND DNCENTIVE ARARRS PROGEAM

Sonor and incentdve swards &rs grasted ln recognition of
superior accomplichment, meritorivus service, and cuggestiono
adopted to lmprove the effigieuncy snd effcotiveness ol Agency
operations.

Supervisors are engouraged to uake vll use of thls progran
for obtaining saterial recognitie. of cwisteuding par’ormance of
individuals. 411 personnel are ¢icoursged to contritute their
suggestions for lsproving procedures wng cperationz. Such suggestions,
when adopted and when not a respeasi:ility of the suggester’s
official assignment, will e f#d A4 rewarded in proportion to the
value of the result to the Agency.
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CONCTOSTION

The princinlns incornopated inte the fereroinc- state-
rant of rersonnel poliey rat a Mth mt&%dmﬁ to ha et by
the Centyral Tntelli -enes Azency. Application of those principles
mamt be an integral part of the éally work of suparvisors at all
levels and of all other parsonnal. The Asency will take such

astion as in arpropriste to implement the noliey, to evaluate the

v with whi~h the g/ poligy meets current progran neads,
and to assurs nerformance in asegord wﬂh tha polietr.

sany of the pringiples have heen implemented through the
devalopnent of msrulations and procedufes. As additions)
sxperignes is ratied in the eon¥inuous task of agnleving thoss
sims, i% is expected that all personnel #ill express their views

and sugrestions,
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